TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

EL PASO

BUDGET PREP SECURITY

WHO CAN SET BUDGET PREP SECURITY?

Only Organization Managers have the ability to set Budget Prep security.

You can run 2 reports from the Budget Financial Reports folder to find the organization
manager, or you can contact the Budget Office.
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GRANTING BUDGET PREP SECURITY

STEP 1:
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Go to your Webraider portal, F&A Work Tools Tab. Choose the Budget Prep Security
link under the BUDGET section.
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Grant accounting
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Operating Policies
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Finance Systems Management
Finance Systems
Management Home

Purchasing/Payment IEE
Services

PURCHASING /PAYMENT
ANNOUNCEMENTS
« DIRECT DEPOSIT
MOTIFICATION - You will
now receive an email
regarding reimbursements
via direct deposit, Expect
the amount to be
deposited into your bank
within 1 to 2 business day:
after receiving this email.
+ IMPORTANT - Invoice
Handling Reminder - There
has been a spike in non-
compliant purchases,
Please review these
instructions and contact
purchasing@ttuhsc.edu
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STEP 2:
Select to Request Access to Banner Finance, Human Resources or Student.

id: LWILMETH

TTUSPRD Quick Links

< Home
<4 View My Banner Access

< Reset Pazszsword

el Welcome to the TEAM!

< Admin Functions

* Report What would you like to do today?

Reset Password
View My Banner Access

Request Access to Banner Finance, Human Resources or Student H—
Use Administrative Tools

Use Reports

STEP 3:
Select Budget Prep Security Request

Select Application

4 View My Banner Access
# Reset Password
L el Select Application

+ Admin Functions

HR Security Request

4 Reports
Budget Prep Security Request h

Student Security Request

Note: If you do not see an option for the system to which you are requesting access, please email eas.is@ftu edu for
further assistance.
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STEP 4:

Input the eraider ID of the employee to whom you are granting security. If you do not
know the eraider ID, use the Search for eRaiderID button. Click the Next button to
continue.

| aRalder
|__SignoOut

Select User

# View My Banner Access Select Application Select User Select Orgs Confirmation
Al —» complete —» complete
@ Hosol Bareword ¥ complets & InProcess Incortipiede Incomplete

4 Access Request

< Admin Functions eRaiderlD: | Search for eRaiderlD |

< Reports
Please enter the eRai% search for the eRaideM:erson you are registering.

Previous | Nexil
Input eraider 1D of the Search for an eraider ID
! employee to whom you by employee name if
are giving security you do not know the
eraider D)

Choose Mext when
the eraider ID is
input

STEP 5:

If you would like the employee to have access to all organization codes in your control,
simply click on the double arrow box “ >> “.  Otherwise, highlight a selection of
organization codes and choose the single arrow box * > * to give access to only those orgn
codes.

: LWILMETH

- - reals?rnout
- uoev Select Organization Code -

4 Home

4 View My Banner Access Select Applicstion Select User Select Orgs Confirmation
A eabes

4 Reset Password Ycompiete | ¥| ¥ compiete | T TinProcess | T Incomplete

4 Access Request

« Admin Functions

4 Reports

Name: Amelia Prieto
Eraiderld: aprieto Choose the single arrow button
"= to move the highlighted

orgns to the selected box

Orgn Selection

Orgns Selected

335 H — SOM Clinical Departments Elp
30 H — School of Allied Health Sciences

Select Orgn Code

533045 H — Curriculum Eval Accreditation Elp _+|
533046 H — Pipeline for International Health
533047 H - Community Education Elp

1 H — Media Se

1 H - Clinic and Sciences Elp
2 H — Deans |DC for Research Elp
533063 H - Development Paul L Foster
533064 H - Finance and Admin Paul L Foster
533065 H - HR Paul L Foster

533066 H — Comm and Mktg Paul L Foster
53302 H -- SOM Elp Resenve x
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STEP 6:
Then choose the Submit button to add the security.

Name: Amelia Prieto
Eraiderld:  aprieto

Orgn Selection
Select Orgn Code Orgns Selected

1010 H - President Lbk
10100 H - President Lbk
101000 H — President Lbk

101001 H - President Lbk ﬂ

101002 H —- HSC Women in Hith Lbk H30 H — School of Allied Health Sciences
101003 H - President Legislative Act Lbk ﬂ

101004 H - Faculty Senate Lbk

101005 H — Presidential Priorities ﬂ

10101 H — HSC Relations Lbk

101010 H — HSC Relations Lbk

101011 H — HSC Relations Lbk

10102 H - Institutional Compliance Offc Lbk
101020 H - Institutional Compliance Offc Lbk
101021 H - Inst Compliance Oversight Lbk LI

Previous | Subm\tl ‘_

STEP 7:

You will then be shown a confirmation screen listing the security you have just added.
An email will also be sent to both the person requesting the security and the employee to
whom security has just been granted.

BEloer
LWILMETH Sign Oult

: UDEV Confirmation

< Home

4 View My Banner Access

4 Reset Password

4 Access Request

AT Mmecfions Your Request has been Submitted.
4 Reports

Submit Another Request |

Budget Prep Security Request Summary

eRaider ID: aprieto - Amelia Prieto
Tech ID: R00520466

Amelia Prieto has been granted access to update Budget Prep data for the organization code
(s) listed below:

H 533049 - Quality Improvement Elp

H 533050 - Media Services Elp

H 533051 - Media Services Elp

Please contact your Institutional Budget Office if you have any questions.
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REMOVING BUDGET PREP SECURITY

Repeat Steps 1 — 4 above.

At Step 5, use the deselect arrows “ < “ and ‘ << “ to move organization codes from the

orgn selected column.

¢ Admin Functions

¢+ Reports

Mame: Amelia Prieto
Fraiderld:  aprieto

Select Orgn Code

Orgn Selection

1010 H - President Lbk

10100 H - President Lbk

101000 H - President Lbk

101001 H - President Lbk

101002 H - HSC Women in Hith Lbk
101003 H — President Legislative Act Lbk
101004 H - Faculty Senate Lbk

101005 H — Presidential Priorities

10101 H - HSC Relations Lbk

101010 H — HSC Relations Lbk

101011 H - HSC Relations Lbk

10102 H - Institutional Compliance Offc Lbk
101020 H — Institutional Compliance Offc Lbk
101021 H — Inst Compliance Cversight Lbk

=

H30 H - School of Allied Health

5335 H - 30M Clinical Departments Elp

iences

Highlight the
organization codes to
remave.

Use the
deselect orgn
buttons

The follow Steps 6 and 7 above.
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BUDGET PREP SECURITY REPORTS

If you would like to know who has access to your organization codes you can find this
information in a report.

STEP 1:
Select the Reports link.

LWILMETH

uEv Select User

< Home

< View My Banner Access Select Application Select User Confirmation

] oo ey
4+ Reset Password Vcompiste | *|  ©inFrocsss | | Ineemelste P Incomelste

< Access Request

4 Admin Functions eRaiderlD: |apnem Search for eRaiderlD

< Reports

Please enter the eRaiderlD or search for the eRaiderlD of the person you are registering.

Previous | Next
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STEP 2:

Select the report you would like to run.

You can choose to see all users with access to your organization code with “List Budget
Prep Report Users”.

Or you can choose to see all access for one individual with “Budget Prep Access for
Selected User”.

eRalder |
Sign Out|

Administration Menu

2w My Banner Ac

Financial Profile Report

<+ Reset Pazsword
4 Access Request Einancial Profile Access Report

e Atmen Tunchons EPaf Access Reports
4 Reports

ePAF Approvers by Home Department Report
ePAF Originators by Home Department Report
ePAF New Approvers Report

WTE/WLR Reports

WTE/WLR Revoked Report

List of WTE/WLR Approvers (Employee Level)
List of WTE/WLR Approvers (Organization Level)
List of WTE/WIR Approvers for Emplovee

Cognos Reports

List of Cognos Report Users

Budget Prep Reports

List of Budget Prep Report Users
Budget Prep Access for Selected User

ecu udais

List of Budget Prep Report Users:
From the drop down list of organization codes, choose the orgn code that you would like
to see the users on.

Then click on Get Budget Prep Users.

CETy
| Sign Out|

Budget Prep Users Lookup

< View My Banner Access
< Reset Password
i o Please select a home department from the Drop Down List.

< Admin Functions

< Reports

Home
Departnient: |402402 H - SOP Deans Office Ama x|l@e

Get Budget Prep Users | Report Menu |

/1
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REPORT OUTPUT:
You can see more data by changing the page size to 25 or 50. You can also page forward
and back with the arrows.

4 Home
4 View My Banner Access

% Reset Password

% Access Request

Please select a home department from the Drop Down List.

4 Admin Functions

4 Reports

Home

Department: |41[12402 H - SOP Deans Office Ama ;l @ Use page size and previous
Get Budget Prep Users | Report Menu | and next page arow to see
more data.
Budget Prep Report Users:
Showing 1-3 of 3. Page Size: |10 -| = 1 -] = =

Job Title |Eraider |Oracle |TechID
ID ID

COAS | ORGN |ORGN
Code |Code | Title

Crystal Davis SrAnalyst crdavis CRD450 R00386068 H 40240 SOP
Admin
Ama
Gina Stockman Lead gstockma RXAS948 R00207562 H H402 School of
Analyst Pharmacy
Ama
Penny Harkey AsstVice pharkey FS0914 R00525092 H H40  School of
President- Pharmacy
Budget

You can change the sort order of the report by clicking on each column heading. This
example chose to sort in name — alpha order.

< Home

< View My Banner Access
< Reset Password

< Access Request

< Admin Functions

< Reports Home

Please select a home department from the Drop Down List.

Department: |402402 H — SOP Deans Office Ama -le ChangeTorondc by
Get Budget Prep Users Report Menu clicking on column
headings.
Budget Prep Report Users:
ing 1 _3of3 PagaSize- Lo o o Lol .
der |Oracle |TechlID COAS |ORGN | ORGN
ID Code |Code |Title
Admin
Ama
Penny Harkey AsstVice pharkey FS50914 R00525092 H H40  School of
President- Pharmacy
Budget
Gina Stockman Lead gstockma RXA948 R00207562 H H402 School of
Analyst Pharmacy
Ama
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Budget Prep Access for Selected User:

Input the eraiderID of the user you would like to view access for, or use the Lookup
feature to search for an eraiderID.

Then select the button Get Budget Prep Users to run the report.

Budget Prep Orgs Lookup

4 View My Banner Access

4 Reset Password
+ ool Please type in your desii ser.
4 Admin Functions
4 Reports
eRaiderlD;lsmaihiau (2] Lookup eRaider

Get Budget Prep Users | Report Menu |

N

Input eraider

Select Get Budget Prep
Users to run the report

REPORT OUTPUT:

Report will show all organization codes a user has access to.

L — 1
Budget Prep Orgs Lookup —
¢ View My Banner Access
4 Reset Password
© (TR Please type in your desired user.
4 Admin Functions
4 Reports eRaiderID:lsmathiso (7] Lookup eRaider |
Get Budget Prep Users | Report Menu |
Budget Prep Report Orgs:
Showing 1-3 of 3. Page Size: v
Job | Eraider (Oracle |TechID COAS ORGN ORGN
Title |ID ID Code |Code |Title
Sheralyn Mathison smathiso KPE407 R00521930 H 5115 SOM
Analyst Basic
Sciences
Lbk
Sheralyn Mathison  Sr smathiso KPE407 R00521930 H 69100 TDCJ
Analyst Lbk
Sheralyn Mathison ~ Sr smathiso KPE407 R00521930 H H53  Paull
Analyst Foster
School of
Medicine
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